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Since 1985, ProSoft has been providing innovative solutions to architectural and engineering firms, 
government agencies and manufacturing organizations. ProSoft has become a recognized leader in 
providing high-level consulting services, programming services, personalized training programs, custom 
documentation services, standards development services, and unique solutions for standards management 
and online training. Quality, expertise and attention to detail are the hallmarks of ProSoft products and 
services. Whether you are looking for ways to improve the way you conduct training, develop, deliver and 
manage CAD and design standards, or implement custom applications to streamline engineering workflows 
and enhance productivity, ProSoft has solutions, services and expertise to help you to reach your goals. 
 
The skills and knowledge acquired through high-quality training can dramatically increase your productivity 
and profitability. ProSoft's trainers have years of experience in the engineering and design industry, teaching 
both users and managers how to maximize the functionality of their engineering and design software. Our 
training classes are kept small so that the needs and questions of each student can be effectively addressed. 
Training classes are offered on a regular basis in our Portland, Maine and facility, and at our headquarters in 
Orem, Utah. We also offer on-site training, including the use of our Mobile Training Lab (see below). 
ProSoft can help you gain the software competency you need.  
 
 
On-Site Training 
ProSoft makes it easy to obtain professional, on-site training. Save money and time, and let us do the 
traveling! We can accommodate your schedule, number of students, and individual levels of expertise. 
 
 
Mobile Training Lab 
Eliminate the need to supply your own equipment for on-site training classes. Our Mobile Training Lab 
consists of a fleet of high-end notebook computers, a server, and a hub. The lab includes remote control 
software which allows the instructor to display the instructor’s/student’s desktop to and from all lab 
computers.  The training lab can be shipped anywhere via UPS allowing us to convert your conference room 
into a complete training lab in minutes! The cost for use of one of our Mobile Training Labs (up to 10 
computers each) is only $500 per class! 
 
Course Requirements 
ProSoft classes consist of instructor-led sessions integrated with hands-on exercises and group discussions.  
For the most beneficial learning environment we recommend a class size of 1-8 students.  If more than 8 
students per class are desired, the length of the training session may need to be extended, at the discretion of 
the ProSoft instructor. 
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Jeanne Aarhus has been working with various CAD systems and applications since the early 1980’s, when she began using 
Intergraph’s VAX-based IGDS system.  She has gained experience in many CAD related fields that have included 
production drawing, coordination, end-user support, programming, and training for PC and UNIX based CAD 
applications.   
 

 Her specialty is in providing users with the necessary tools to increase productivity and get the job done as efficiently as 
possible.  She has 20 years of experience using MicroStation and AutoCAD in the Mapping and AEC environments, and 
she continues to focus on maximizing the users time and productivity using these constantly changing tools. She is 
certified in all levels of MicroStation and AutoCAD which enables her to assist users moving from one CAD 
environment to another easily and proficiently.   
 

 She has conducted seminars and workshops on CAD productivity for managers and users in both corporate and college 
settings. Jeanne has provided training workshops and been actively involved in International, National and Local CAD 
Users Groups, and is known for her “real-world” approach to learning.  Here are a few comments from previous 
students: 
 

…presentation was exactly what I was looking for! 

… Jeanne is a great instructor! Lots of energy! 

…Jeanne is very knowledgeable!....and was very pleasant and patient when I needed help! 

…Excellent knowledge from instructor, able to answer any questions with real life experience! 

… Jeanne Aarhus is one of the best instructors I have ever had 

 

Other Presentations & Workshops 
• Productivity Tips & Tricks 

…MicroStation or AutoCAD 
• More Tips & Tricks 

…MicroStation or AutoCAD 
• Customizing MicroStation or AutoCAD 

 …For the USER 
• MicroStation for AutoCAD Users 
• AutoCAD for MicroStation Users 
• Optimizing Translations 

…MicroStation to AutoCAD 
• Optimizing Translations 

 …AutoCAD to MicroStation 
• Workspaces 

…Making Them Work for YOU 
• AccuDraw & Smartline 

• MicroStation Tag Data 
• Using OLE in MicroStation J 
• What’s NEW in MicroStation J 
• MicroStation “Interesting Occurrences” 

…ie. (Dirty Tricks) 
• Using Settings Manager 
• Migrating to V8 
• V8 for Users 
• V8 for CAD Managers 
• What’s NEW in MicroStation V8 
• Automating Standards 

…MicroStation or AutoCAD 
• Managing Standards 

…MicroStation or AutoCAD 
 
Custom Workshops also available! 
 

ProSoft NET 
12005 Quail Drive 

 Omaha, NE  68123 
 (402) 292-6015 

 
jaarhus@prosoftnet.com 
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MicroStation TIPs & TRICKs 
What Exactly is a TIP?  or for that matter a TRICK? 
 
This is the kind of session where I tend to cover a lot of different tasks, some you may have heard of 
…some not!  My goal is that you walk away from this session with a couple of new tools you can apply 
immediately.  
I always get the question…."Where did you find that one?" 
And to be honest, they are from training sessions and groups like this one!  And some are just "old" 
commands that have gotten lost in what I refer to as the "upgrade shuffle".   Maybe there is some benefit to 
having done this for so long! 
Well here we go…I will try to keep this in a somewhat logical order! 
 
I would like to thank those who have contributed over the years to my “pool” of Tips & Tricks….without 
them, I would never have found them all. 
 

Keith Little, Adage Consulting 
Kim Young, KHYoung Consulting 
Phil Chouinard, Bentley Systems, Inc. 
Bentley Support Staff 
Nebraska & Iowa User Groups 
….and several other contributors whose names I never got, but have my thanks! 

 
I would also like to thank those of you who have contacted me with various “requests”…..I hate to call them 
trouble calls!….your calls and emails have prompted me to investigate areas I would otherwise never have 
visited!   
 
 
If you have a TIP you would like to share with your fellow MicroStation users, and you would like to see 
your name in the above list…..please contact me….I am always looking for NEW Tips to pass on! 
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Let’s Start at the Beginning 
STARTUP 
Over the years I have realized that no matter how much we learn about MicroStation… we all want it to do 
something different.  Fortunately, this is easy to accomplish with a few simple tools. 
The first one I want to demonstrate is the STARTUP.UCM option.  Every time MicroStation is launched 
this user command automatically executes. 
 

STEP 1: Select Workspace  Configuration 

STEP 2: Select the User Commands category 

STEP 3: Highlight the Startup User Command 
option 

STEP 4: Select the SELECT button 

STEP 5: Pick the saved STARTUP.UCM 

STEP 6: Below is a listing of STARTUP.UCM  If 
you know the key-ins for the dialogs and settings you want, you can automate their 
display. 

 
KEY 'DIALOG CELLMAINTENANCE' 
KEY 'DIALOG REFERENCE' 
KEY 'DIALOG LOCKTOGGLE' 
END 

 
 
 
NEWFILE 
This user command automatically executes whenever a new file is created.  Make the necessary key-in 
settings here as well. 
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Selection Sets 
Why doesn’t anyone use them? 
Whenever I ask a group of MicroStation users “How many of you use the Element Selection Tool (on 
purpose)?”, the answer is generally a meager 1 or 2  users. My next question is “Why don’t you use the 
Element Selection Tool?”. I find that most users have tried to use this tool one or twice, found that it didn’t 
make any sense to them and went back to the old stand-by (and long time friend), the fence. 
 
This session is designed to demonstrate how YOU can use the Element Selection Tool easily, and what 
functionality this tool is capable of. The Element Selection Tool provides enhanced users capabilities when 
manipulating multiple elements. Fences also allow you to manipulate multiple elements, but as most users 
already know, every tool has its strengths and limitations.  But with both of these tools available, there isn’t 
much you can’t do. 

 
 

Defining the Origin of a Selection Set in Clipboard 
Once you get used to using selection sets, you use them a lot, and one of the first "hurdles" I ran into was 
"How can I control the ORIGIN of what is in the Clipboard?"  Especially when I want to make a JUNK 
CELL!  Easy….here's how: 
 

STEP 1: Just TENTATIVE SNAP to the desired ORIGIN….but don't ACCEPT it!   

STEP 2: Then select Edit  Copy to copy the selection to the clipboard. 

STEP 3: Select Edit  Paste to paste the selection in this drawing or in another drawing. 
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Productivity Tools 
Change Element direction 
This command comes in handy in a civil environment for obvious reasons, but what about that last custom 
LineStyle we created.  What if you need to change an existing element to the "Leader" linestyle? 
 
 
General Example: 
 

STEP 1: Key-in change direction 

 
 
 
 
 
 
Civil Example: 

 
STEP 2: Key-in change direction 
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SPIN IT…. 
This command has been there for years, and is available with the right tool settings options.  But I still like 
to use this one on a button.  It works great for small adjustments where “eyeballing it”  isn‘t a CRIME!  ☺ 
 

STEP 1: Keyin the command SPIN 

STEP 2: Select the element to spin and TENTATIVE SNAP to the pivot point. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
JUSTIFY DATA FIELDS 
If you use ENTER DATA FIELDS a lot, then you know that you can’t always predict what justification you 
are going to want for every situation.  Here are some old commands that still come in handy when you need 
to change the justification of an enter data field. 
 

STEP 1: Keyin JUSTIFY RIGHT to correct the justification of the existing data fields 

STEP 2: Keyin the new text for the data field. 
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Rotate VIEW by element  
Do you know how to rotate your view by selecting an element?  This is a great way to align your view with 
a road, lot line, building…or anything that isn’t at 0 or 90.  After all…is anything in this world really at 0 or 
90? 
 
I have known about this one for a long time…just never realized how many of you don’t! 
As far as I know…this command is only available as a keyin….I have keyed it in for so long…that I haven’t 
spent a great deal of time looking for a button. 
 

STEP 1: Keyin ROTATE VIEW ELEMENT and select a line in the drawing. 

STEP 2: Your view should rotate automatically to match it. 

STEP 3: To get back to “the square world”…you can keyin VI=TOP …or…  

STEP 4: Select the ROTATE VIEW command and set 
the Method to UnRotated. 

 
 
 
 
DISABLE DOCKING 
This is an old windows trick….do you know how to move a toolbar to the edge of any windows screen and 
prevent the automatic docking?  This is an easy one! 
 

STEP 1: Hold down the <CTRL> when you get close to the edge, and it WILL NOT DOCK 

 
Happy Sailing!…sorry I couldn’t resist…☺ 
 
 

Window Area….the OLD WAY..using multiple views  
I must admit…(this one catches me by surprise)...several times during a training class, the students catch me 
doing something that they didn’t know they could do.  This one comes up more often than it should.  I do it 
this way….because I am an old IGDS user.  So maybe this is a “new” tip for you too!   
 

STEP 1: Select the WINDOW AREA command from window 1 

STEP 2: Perform the 2 DATA PTs for the window area command in window 2 

 
 
 
Note: This is also how the old AutoCAD users can get Aerial View command in MicroStation. 
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DRAG n DROP those files into XREF MANAGER 
Did you know you can DRAG n DROP files from the Windows Explorer right into the Reference Files 
dialog box.  YES…both DGNs and Raster Files work this way!  Try it. 
 
 
 
 

EDIT TEXT in CELLS  
If you run across cells that contain text that are NOT DATA FIELDS…First, educate the cell creator…Then 
use the ANALYZE TOOL to edit the text quickly. 
 

STEP 1: Select  the ANALYZE command and pick the cell.   

STEP 2: Pick the NEXT button until you get to the text element.  

STEP 3: Edit the text in the lower portion of the dialog box. 



 Tips & Tricks   Page 8 
 

Copyright © 2004 – Jeanne Aarhus – ProSoft – All Rights Reserved 

Polar DIVIDE  
If you use the Polar Array on a frequent basis you probably already thought of this one….but maybe not.  
Since we use the computer to figure most things out for us anymore, my math skills have begun to suffer!  
How about yours?  When asked what DELTA ANGLE to place the arrayed elements…do you pick up a 
calculator?  If so…STOP!  Try this one out instead. 
  

STEP 1: Select the ARRAY command  to array the 
interior box around the circle 12 times.    
If you are a  math guru you already know this 
delta angle…but if you are like me then you 
can’t divide 360/12 in your head…at least not as 
quick as typing the next step in. 

STEP 2: Keyin the DELTA ANGLE of 360 and divide it by 12…360.000/12 

STEP 3: This will calculate the angle for you!….pretty slick eh? 
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TRIM SET      
Use the selection set tool and the trim command to “compliment” each other.  Both of these commands are 
great individually…but together they are awesome! 
 

      

STEP 1: Select all elements involved using the Select Element command….  
(you can use Power Selector to do this one too!)  

STEP 2: Select the TRIM command and pick the element areas you wish to eliminate.  

 

 

 

Quick EDIT  
Easily EDIT Text…. 
 
If you download the TEXTEDIT.MA application off the Bentley Web Site you can edit short strings of text 
and numbers more easily.  This tool is included in V8 automatically. 
 

STEP 1: Keyin MDL L TEXTEDIT 

STEP 2: When you select the TEXT EDIT 
command, turn on the Tool Setting 
QUICK EDIT to allow for the text editing shortcuts. 

STEP 3: Select the EDIT TEXT command and identify a text element.  Notice that the text 
editor window automatically opens and highlights the selected text. 

STEP 4: Edit the text and enter a <Data-Point> in a view to accept the changes and select the 
next text element to edit. 
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Updating PATTERNS 
Did you know you can EDIT a PATTERN? 
 

You can edit an existing Patterns without deleting them and re-creating them! 
 

STEP 1: Modify the ACTIVE HATCH settings, and select the existing HATCH.  

 
 

 
Note: PATTERNS and HATCHES must be 

ASSOCIATED for this to work! 
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 ALIGN COMMAND 
This mdl application allows you to align elements. 
 

STEP 1: Select the ALIGN command from the 
MANIPULATE toolbar. 

STEP 2: Select the TOP ALIGN option from the tool settings window. 
 
 

 
 

 
STEP 3: Select the LEFT ALIGN option from the tool settings window. 

STEP 4: Select the text in the “scrambled” paragraph you want to align with. 
 

 

 

 

STEP 5: Select the RIGHT ALIGN option from the tool settings window. 
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Intelli-TRIM   
Quick TRIM 
The quick mode allows you to quickly identify a single cutting element followed by the selection of 
elements to be modified.  The selection method is similar to that of the Power Selector “Line” method 
where you identify the elements by dragging a line across them. 
 

STEP 1: Select the INTELLI-TRIM command 

STEP 2: Select the QUICK Mode and the TRIM Operation 

STEP 3: Select the Circle element as the cutting element 

STEP 4: Drag a line across the lines inside the circle as 
shown. 

 



 Tips & Tricks   Page 13 
 

Copyright © 2004 – Jeanne Aarhus – ProSoft – All Rights Reserved 

Quick EXTEND 
 
 

STEP 1: Select the INTELLI-TRIM command 

STEP 2: Select the QUICK Mode and the EXTEND Operation 

STEP 3: Select the Circle element as the element to extend to. 

STEP 4: Drag a line across the lines to extend as shown. 

 
 
 
Quick CUT 
 

STEP 1: Select the INTELLI-TRIM command 

STEP 2: Select the QUICK Mode and the CUT 
Operation 

STEP 3: Snap to P1 and P2 to define the cutting line 

STEP 4: Move the upper lines to see that they have been cut. 
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“POPSET” ……Tools Settings UNDER CONTROL…. 
If you download the POPSET.MA application off the Bentley Web Site you can now have your Tool 
Settings “out of the way” while working.  If any of you remember the days with 2 monitors, you miss all 
that drawing space on the screen. Murphy’s law dictates that the Tool Settings Window is always on top of 
what you want to do next right?….Well this little app…and I almost hate to call it that since it is such a 
GREAT ENHANCEMENT….allows the Tools Settings Window to HIDE when not needed, and RE-
APPEAR when you need it again.  Check it out! 
Here’s how: 
 

STEP 1: Place POPSET.MA in the following directory. 
 
   C:\ustnJ\Program\MicroStation\mdlsys\required 

STEP 2: The following dialog appears….. 

STEP 3: A GREEN LIGHT indicates ON…..a RED LIGHT indicates OFF 

STEP 4: If you close it you can get it back with the keyin DIALOG POPSET 

 

 

 
 
Undock the POPSET dialog and place it in the middle of the screen.  Then when you are working on your 
drawing just move to the dialog and the Tool Settings window will display here too!…Pretty convenient 
right? 
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POPSET Enhancement 
There are a couple of new enhancements that are kinda neat….in the POPSET tool. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
First, use the SMALL DIALOG option to optimize your screen space. 
 

 

Second, use the <CTRL-SPACE> to bring up the POPSET dialog under the cursor. 
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WELL…..that's probably more than I have time for….but 
hopefully not more that you wanted to know!  I hope 
this has been a benefit to each of you.  
 
 

Thank you for your time 
 

Hope you enjoyed the session! 
 
 
 
 
 

For high quality and affordable Consulting Services 
 

Contact: 
 

Jeanne Aarhus 
 

ProSoft 
12005 Quail Drive 

Omaha, Nebraska,   68123 
 

402-292-6015 
 

jaarhus@prosoftnet.com 
 
 

Don’t forget to forward your favorite TIP! 
 
 
 

 
MicroStation is a registered trademark of Bentley Systems, Inc.  AutoCAD is a registered trademark of Autodesk Corporation.  Other products and services may 
be mentioned in this seminar and/or handout that are registered trademarks of their respective companies and the author makes no claim to these marks 
 


